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Introducing the National Guard
Performance Appraisal
Application (PAA)

This briefing is
UNCLASSIFIED
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Overview
I R I O P e e e =

This Overview focuses on:

— Establishing and approving the Performance Plan,
Interim Review and Appraisal from within the National
Guard Performance Appraisal Application

 The Employee creates the Performance Plan

* The Rating Official reviews and approves the Performance
Plan

« The Rating Official transfers to the Higher Level Reviewer for
approval

« The Employee creates an Interim Review

« The Rating Official reviews and approves the Interim Review
 The Employee creates a Self Assessment

« The Rating Official reviews, approves, and rates the employee

« The Rating Official transfers to the Higher Level Reviewer for
approval

* The Rating Official documents communication to the employeé
of the rating UNCLASSIFIED / FOUO
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Get Started (Register your CAC)

SURE AS

Insert CAC card and go to:
https://compo.dcpds.cpms.osd.mil/

« Click CAC Regqistration

* Highlight DOD NON-email certificate, click OK

* Enter Social Security Number (SSN) with

dashes

« Click Regqister

* Enter Pin for CAC Card (if prompted)

« Enter SSN with Dashes as Username

« Click Submit
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mswlg DCPDS Portal

“ommon Access Card (CAC) Access Reporting Problems CPMS Contact Information

Fst time CAC users, Non-CAC users with newly issued CAC and CAC For p_elsom\el data 50“59"_‘5_“ D_e[_)_allmenl of Defense :
ame changes must select the "CAC Registration” button before "Login" "MyBiz', contact your Servicing Civilian Personnel Management Service
tton. Human Resources Office. HR Business Information Technology

Solutions Division - HR-BITS
For technical problems with the 1400 Key Boulevard, B-200
application, select the Contact List Arlington, VA 22209-5144

fter selecting the "CAC Registration’ or "Login” butten, select your nan-
mail certificate at the 'Choose a Digital Certificate’ screen. The email
zrtificate will no longer be valid for DCPDS CAC authentication after

anuary 24, 2010. for your organization's computer  Email: hr-bits@cpms. osd.mil
support Help Desk.
CAC Registration

\uthorized Non-CAC Login
uthorized Non-CAC users must select the "Non-CAC Registration” button é@*i
efore "Login" button. Select the "Reset Password" button to reset your (MLLE
assiord, NS SELE SERVICE HR

Portal Username: ALY FRRKINAL INFORMATION

Portal Password:

Wi
Non—CACReg\strauon] [ResetPasswovd] [ Login DHS*'MYWORI@LACE

X SELF SERVICE HR
MY PERSONNEL INFORMATION

Login Help

Privacy Act | Accessibility | Privacy and Secuntvmv

From this screen click on the login button.
Choose your non email certificate and enter
PIN number

Accessing the PAA

Dﬁﬁmg DCPDS Portal

AV

(UPITETTIVELE R © Add Additional Application/Databases |

Accessing Your Database

Region Association

To access an HR/MyBiz/MyWorkplace database, select the appropriate link below

NGB region

L.

To protect your Pagsonal information, 'log out’ of your DCPDS Portal session by selecting the 'Portal Logout’ button.

Click on NGB region. If your My Biz/ My
Workplace screen does not appear and
you receive an error please see FAQ
#1.

UNCLASSIFIED / FOUO



UNCLASSIFIED / FOUO

Accessing the PAA

Department of Defense
ICE MyBiz ICE PAAVI Logout Preferences Oracle Help

erformance Appraisal

Navigator
3 911 NGB OKHRO00037 My Biz Application (PAA)
[ My Information
[ OK CIVDSD PAYROLL REGENERATION E| Update My Information
[ PER OKHR™J0037 D Performance Appraisal Application (PAA)

[ VSB RPT OKHRO00037

Here is the My Biz
responsibility.

Employees will click on the My Biz
responsibility and the middle column will
appear. Then click on the Performance
Application button.

ICE MyBiz | ICE PAAV3 | Logout | Preferences | Oracle Help

5
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Establishing a Performance Plan - Ergglo ee
I

: Performance Appraisal Application (PAA)
Wersion 3.0

KEMEZ KEPAL Y KEPAAVY Home Lootd Prefersnces Cacd The Need Help link will
Employee glr\:e you mf_<|3rrg:at|on ﬁn
Performance Appraisal Application Main Page what is available on the
page where you are
located.
Warning: The Peformance Appraisal Application is designated for sensitive unclassified personnel
rformaticon onky. Do NOT enter classihad information in this system. Unauthonzed release of
classihed information 15 & violation of law and may lead to prosecution
From the Main Page, you can create, update and view your Pedomance Plans; view and print pa or an enlire plan after it is created; and track the status of a plar
can also search for completed plans by selecting the Show Completed Plansi&ppraisals’ link located at the bottom of this page
To create a Peffumance Plar To complete other actions descrbed above
& Sebect 'Ch @ & Plan Typa' # Select an option from the Acton colurmn
s 5 sppraigal Plan Typa e Salect the Go® bulton To create a new Performance Plan:
* Seletihe e b Select Choose a Plan Type
Impartant: To become familiar with the columns, select the Meed Help? link Selecst National Guard (Title 32)
Appraisals of Blomme, Domingoe X Select Go
Create Mew Plan
This table includes information on the status of existing plans. [Choase a Plan Type- Go |
From this screen you C_?D_V_I?le_a_ni update existing plans. T T
5 | Intie il irs 1 Sys
Employes Cumrant Rating Dfficial [Appraisal  |Appraisal |Plan Approval Pla ﬁg:?;n.:l E_r:aﬂnfr:m %:;“ pFarsonnel System
Name e i Name i an 1 [hate Type|Sta SIS JATTian
Blomma, Frad, Abdul Rhynes, Conrad Plan in Wi =| oo
Dominga X N 7 2009 27 NG  Pending Progress [iew J o
Sl t I rriplis plar
b=t i i

ICE MyBiz | ICE PaA NS | ICE PAA YT | Home | Logowl | Prefergnces | Qracle Help

From the Main Page the employee can create and review the Performance Plan,
transfer a plan in progress to the Rating Official, view and print the entire 5
plan after it is created and track the status of the plan.
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Plan Deta Is-ErgEIo ee_

Performance Appraisal Application (PAA)

CEMEE KEPASNY KEPAANWE Homs Lopoul Prafsrences

Create Parformance Plan: Setup Details

Cancel and Feturm bo Wain Page |

[Mesd Halp?
Employes Informatien
Emplayes Name Blomme, Demingo X
b= miployes [els
) Choose Build New Plan or Copy From Existing Plan
Setup Details \

Build Kew Plan | | Copy From ExsSng Plan |

Drop down menu to choose
appraisal type.

Appegisal T:B Annual Appraisal - NG

@ AW he Appraissl Fentd Sta Date reprezents the start of the employes’s peformance evaluation perod wnder th

5B Forr 430 based ond date. Please review and change this date f necessary
= Appraisal Pgriod Stan Date m E
= Aapraisal Penod End Dute lm E
= Appraisal Efectve Date W ﬂ
w Rating Official Name W w?
= Higher Leena] Reveser Nams 'W {

ICE MiwBiz | ICE PAAYE | ICE PAAYT | Home | Logout | Prelerences

From this page the employee can build a new plan, change the Rating Official and Higher
Level Reviewer, copy an existing plan or return to Main Page. The fiscal year dates

automatically populate. You must manually change your dates if they are different.
.
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Plan Detalils — rmlo ee

. Create Performance Plan: Setup Details
This shows current

employee
information

Employee Infarmation
\ Emgployes Hame  Blomme, Dominga X
W Hide Employes Dels
Information as of: Today
Pay Plan/GradeiFep  G5-1102
Cocupational Code 2130, Teaffic Management {2 130§
Fostion B0592000. TRAFFIC MANAGEMENT SPECIALIST.B91198.HGIG. TECH
Deganization 193 LGR SO NGZGHAWFIHS501
Location  Middletown, US
Work Schedule  Full-Time
Assignement S Active Appointment
Employen Number 449191
lidsrmation as of: Teday
Curent Base Salary  §51,195.00

Cancel and Return 10 Main Page |

Magd Help?

Setup Details

= Indicates required fisld

Build Wew Flan | | Copy From Existing Pian

= Appraisal Type IAnnunI Appraisal - NG;I

the 2130 of 1he employee’s performance evalualson period under this
oyen's base salary and pay schedule'pay band will be populated or

the NEE Form 430 bated on this date. Plesse réview and change thee dalie f netedsary

= Appraisad Perod Stan Date Ei.ﬁmm E
= Appraisal Penod End Date |3¢-$a|t{*ﬂ¢9 E
= Appraisal Efecten Date ﬁl-ﬂﬂm E

= Rating Official Mama |F|.I1:|-|||l-l. Canrad £ ':f

= Higher Level Reviewer Name IFrl-rI. Abdul H <¥

Dafe représents
ch as the emg

& TIF The Appraisal Penod Stan
plan, Certain infoematior

ICE MvBiz | ICE PAAYS | Home | Looowt | Preferences -

8
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Tab Interface

Tabs guide you through the process. The tabs are the same for
employees, Rating Officials and Higher Level Reviewers. Below are
the primary tabs.

Select this tab to view and

Select this tab t t print selected portions or

elect this tab to create, |
the Performance Plan

update and view a Select this tab to

Performance Plan 1 approve a plan
Reponsﬁ-'orms 1

Plan Details | Mission Goals @G VTTRT VS Approvals & Acknowledgments

Select this tab to Select this tab to input  Select this tab to input
update or view your your Mission Goals your job objectives
Plan Details

9
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Plan Details-Employee
. 5 N 3 B 3 B B |

MG PAA
Transfer to Rating Official | Track Progress J, Retwn o Main Page |

Employee Information
Emplayes Mame  Blomme, Demings X

b,. (
A FieportsFomns
AT Missicn Geals | Job Objecives | Approvals & Acknowlodgments
Pl Dl ails
T rodn provides information about the status of your pedfamnance plan Meed Help?
i i Appraisal Dates, i necessary. Important Nete: The Appraisal Period Siart Date represents the sta iar
his A i ir such as your pay arade and ste niylatad or Ir agpr i hase a ar
' aher | You can change your
Fitin Rating Official, Higher
a2 R " = | g Level Reviewer or both
with one click.

hange Rating OMigial or Higher Lavel Reviewer |

Performance Plan Approval Date

Agpraizsd Type [ Annual Appraisal - NG =] n sepronl Bate
an Las] eodime

= Appraizal Period Stan Date ii-ﬂtlmﬂ E Created By Blommie, Domings X
= Appragal Poriod End Date  [30-Sep-2003 !l
« Appiraisal Effectie Date ﬁi.oum E
Rateg Oficial MName  Rhynes, Conrad Z When you are done,
Highur Lewal Reviewsr Fred, Abdul M /_
select the Next button
HEKT= or the Mission Goals

tab to build your plan.

CE MyBiz | ICEPAANT | Homi | Legow | Prafrantes

From this page the employee can transfer the plan to the Rating Official for review
once it is established, track progress of the plan, change the appraisal type and 10

date and change the Rating Official and/or Higher Level Reviewer.
UNCLASSIFIED / FOUO
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Mission Goals-Employee
. 5 N 3 B 3 B B |

Performance Appraisal Application (PAA)

IGEM:EiZ KEPARVI KEPAAWE oM Loooil Prafersioes

Transfer 1o Rating Official ) Track Progross J, Rotun o Main Pags

Employes Information
Employes Mame Blomme, Demingo X

A FeportsFoms
Plan Details Job Objectves | Approvals & Acknowledgmsents

Klis ko Goals

This 15 where wou input wour Mission Goals

Moy ok
Counter |I-'

“PREVIQUIS | | MEXT=

ICE Wiz | ICE PaANVT | KE PAAYD | Home | Logout | Erelerences

This page provides information regarding your Organization’s goals and priorities. Either
the Rating Official or the employee can provide this information. Select the Next button to

continue. 11
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Job Objectives-Employee

Performance Appraisal Application (PAA)

CEMET KEPAANT KEPAANWD Home Loooud Probsrencel

Transfer to Rating Official ) Track Progress § Rebun bo Main Page |

Empleyes Information
Employes Mame  Blamme, Demingo X

ML FeportsFomms

Plan Details | Mission Goals g R THaEE Approvals & Ackniwledgiments

Juob Otectives

tves if you ke rwnirship of your Peroemance Plan, and vigw spproved Objectie
vdd a new Dbjectve, sedect the &

(Imporant: Fou must ba
Al Approvid’ Objectigs with assigned weng

Important:  your Job Obpectoe is a

poroved, only your Rating Official may changeledit 2
& TIP Only "Approved™ Job Obpecives will be wsad to calculale the rading of recard and average scoeg, A Appried b Ohjecives with a u/
witighls must equal & 1olal of 100%

Acd Job ODjecive
Dhenaike Nuimiliai Tidle Statiis Weight % [Optianali Actian [Felers

Mo results found

=PREVIOUIS | | HEXT=

ICE MyBiz | ICEPAAVD | ICEPAAVE | Home | Logout | Preferences

-

This page provides details about the status of the job objectives. The employee may add,
update and view the job objectives. Select Add Job Objective button. 12
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Job Objectives-Employee

Performance Appraisal Application (PAA)

KEREZ KEPASNT KEPRANY Home Lopod Profsrences

Add Job Objactive

Sawe | | Save and Add Anomher Job Objecive | | Save and Retum o Job ODjecives Tab

The Job Objective Number
auto populates

Dbjectine Number 1

= Objectve Title |.]._.a|.-|]. Conbrod
= Starl Date 51.0“.2{{6 E

You can change the
start date to reflect the
period of performance

Job Ofyectre Stalus FEMNDIMNG
Date Lazt Modied Z-Feb- 2008

Job Ofyectin

The is whiré you Type your job obpstiong

You may copy and paste or
type your Job Objective

Countar {10 -

Save | | B and Add Another Job Objectiva ) | Sawe and Ratum 1o Job Objaclives Tab |

ICE MyBiz | ICE PAAND | KE PAANVT | Home | Logou | Prelerences

On this page the employee may copy and paste from another application or type ajob
objective. When the employee is done they can Save it, Save and Add Another Job
Objective, or Save and Return to the Job Objectives Tab. Repeat this process until all

of the job objectives are created. When complete select Save and Return to Job 13
ObjeCtiveS Tab. UNCLASSIFIED / FOUO
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Job Objectives-Employee

Performance Appraisal Application (PAA)

CEMET KEPAANT KEPAANWD Home Loooud Probsrencel

Transfer to Rating Official ) Track Progress § Rebun bo Main Page |

Empleyes Information
Employes Mame  Blamme, Demingo X
b= Show Emplyses [els

ML FeportsFomms

Plan Details | Mission Goals g R THaEE Approvals & Ackniwledgiments

Juob Otectives

{oviss of you ke owniershap of your Peformancs Plan, and view spproved Objectioes. Mig il

wdd a ne &
i al hjacimee, Ipid m
Imponant: You must haee ownieskap of your od
Al Agproved” Objectives wath assigned winght 1
g . |
Important: H your Job Objectoe is a
FTIP Only "Approved” Job Objecives will be used to calculale the rating of record and average scone. All “Approved h Ohjectires with assigned oplona
witinhl$ must equal 2 total of 100%
Acd Job ODjecive
Siaca] HmSs ke R Weight % {Optisnaly Action Delete
B 1 2] Guality Cortrol PENDING [ =] Updats ]

s 2 :|"' Tasting PEMEING [ - Update | 8

APREVIOLIS | | HEXT=

From this page the employee can add weights to the job objectives, update, add or
delete a job objective. When your job objectives are complete click on the Next 14

button.
UNCLASSIFIED / FOUO
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Approvals and Acknowledgments- Employee

Performance Appraisal Application (PAA)

Trangfer 1o Rating Official ) Track Progross |, Raben i Main Pags

Empleyes Infarmation
Employes Mame  Blomme, Demingo X

m ReportaFome
Plan Details | Missian Goals Jiod Obgectvwes Approvals & Acknowledgment s

Approvals & Ackowlodginments

Magd Halp?

Details Tasks Statrs Action

YVVY

This screen details the status of the approval and
acknowledgment process. PREVIOUS

et

ICE BiyBiz | ICE PASA YWD | KCE PAAYT | Home | Logoul | Prefsrences

This page displays information regarding the status of the Performance Plan. From
this page the employee may complete a step if it is highlighted, transfer the plan to
the Rating Official, track progress or return to the Main Page. Select the Transfer to 15

Rating Official button to continue.
UNCLASSIFIED / FOUO
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Transferring to Rating Official
. 5 N 3 B 3 B B |

Performance Appraisal Application (PAA)

CEMEE KEPASNY KEPAANWE Homs Lopoul Prafsrences

Employes Motification to Rating Official - Bogema, Genny B
cancel | | Transfet o Ratng Oficial withoul E-mail Moisication | | Transiar o Radng OMcial with E-maail Mobificataon )

Message to Rating Official

Cancal | | Transfer o Rating Ofcial wishout E-mail Motifica®on | | Transser to Rating Offcial wih E-mall Hedfication |

ICE MiyBiz | ICE PAANWE | ICE PAAYT | Home | Logout | Prelsrences

From this page the employee will transfer the Performance Plan to the Rating Official
for review and approval. If the employee sends it using the Transfer to Rating Official
with Email Notification option, the text box appears in the body of an email delivered
to his/her email. The email address must be updated in My Biz or My Workplace for

this functionality to work.
UNCLASSIFIED / FOUO
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Track Progress

-

Performance Appraisal Application (PAA)

EEMDE BEPRAV] KEPAANWG Home Logoul Preferences

Track Progress

Reurn bo Privious |

Employee Information

Employes Name  Blamme, Domingo X Select the ‘Return to
P-Shiw Employge Dtads Previous’ button to

_ continue with the process
This screen provides information regarding the status of your pedformance plan throu(JTigeur TTIE [FErg TENILeE Cyeie
When you are done réviewang your slalus, select the "Return to Prévious™ bullon to résume your aclmiy

Pran
| |Deafled 4
| lgproves =l
|_!A1:knuh1edged by Employes I_
[rterin Review

| :Empra]ree - Self Assegarmeant

| Kommunicated 1o Employee by Rating Cfficial B
I_l.lu:knwwged by Employes I_
Pt alsal

| [Employes - SeAssessrment

[ I’tqmmumcatad 1o Employes by Fating Official

. Refurn 1o Presious |
ICE MyBiz | ICE PAAND | ICE PAAYT | Home | Logout | Preferences

This page displays the status of the Performance Plan throughout the cycle.

17
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Access My Workplace

Department of Defense

Navigator
[ 911 NGB OKHR©00039 My Workplace .
3 My Biz All Actions Awaiting Your Attention The Performance Appralsal
] [ Performance Appraisal Application (PAA) < . .
[ OK CIVDOD PAYROLL REGENERATION My Employee Information Application.

Update My Information
Suspenses
Apply Action(s) to Multiple Employees (PAA)

Manage PAA Trusted Agent Authorization
PS Performance Management Reports

View/Print Performance Management Reports
View Previous Requests

[J PER OKHR000039
&

This is the My
responsibility.

Y == T

Higher Level Reviewers and Rating
Officials will click on the My Workplace
responsibility and the middle column will
appear. Then click on the Performance
Application button.

18
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Approving a Performance Plan — Rating Official

Performance Appraisal Application Main Page

Mesd Halp?
'n"-'arning The Padormance Anaracs] Aonolicaton
limganmai: T |
PlansiAppraisals In Progress
Create Mew Flan

Shirw Me W Appraisal Year [ALL = | Choose a Plan Type ﬂ oo ) To review and approve a

robe Size [0 performance plan:

Employee |I.Z|||||:lll |F|..11i||u Official [Appraisal |ﬁ.|||||.|i:.|| |PI.1|| Approwal Flian |1.'||||t||r FaA

Namie i Mame LCET] 1K} Dt Type|Statug  |[States Actlan 1. Select the emp|0yee
This table includes P = o a1 NG Pending ot Updale 2| () plan.
InfOFmatIOl'l on the Tanks, Seema  Bogerma, Bogema, Gandy 2009 & NG P Plan in |I._|Fda|9 =| | Go,
status of existing 0 Gerny8 B ‘ ° P progess 2. Select Update from

[ = hi Bagama, Baogeema, Ganny = Plan in [Update =] oo

p ans. From this Maiffer, Lelia | Garny B B 208 83 ME Panding Progress g the drop dOWn menu.
D oo, 2ev S oas SR I [
and update existing 3. Select the Go button.
plans.

From the Main Page, the Rating Official can create, update and review the employee’s
Performance Plan, transfer a plan to the employee, view and print the entire plan 19
after it is created and track the status of the plan. UNCLASSIFIED / FOUO
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Approving a Performance Plan — Rating Official
I D DN -:- I .

Performance Appraisal Application (PAA)

ICE MyBiz ICE PAAYS Diagnostics Home Logout Preferences

NG PAA - Rating Official
| Transferto Employee )| Track Progress )| Return to Main Page |

Employee Information
Ermployee Mame  Blomme, Domingo X

B=Show Employee Details

HETNEG M Mission Goals Joh Ohjectives Approvals & Acknowledgments

Plan Details
This screen provides information about the status of your employee's performance plan. Meed Help?

o Update the Appraisal Type and Appraisal Dates, if necessary.

Important Note: The Appraisal Period Start Date represents the start of your employee's perfarmance evaluation period under this plan. Certain infarmation
such as the pay grade and step will be populated on the appraisal form based on this date. For additional guidance select the Meed Help?' link.

e Change the Rating Official and/or Higher Level Reviewer,
e Transfer the Performance Plan to your employee.

To change a Rating Official, Higher Level Reviewer or both, select the 'Change Rating Official and/or Higher Level Reviewer' button,

YWithen done, select the Mext' button or the Mission Goals' tab. i
|_Change Rating Official or Higher Level Reviewer |

= Appraisal Type IAnnuaI Appraisal - NGj F'erformaFrzlce PLIant *:dppdr_?’ac: gaie
an Last Modified Date

* Appraisal Period Start Date |15-Oct-2l]l]8 Created By Rhynes, Conrad Z
+* Appraisal Period End Date I23-Se|)-2l]l]9
= Appraisal Effective Date I24-Se|)-2l]l]9

Rating Official Name  Rhynes, Conrad Z
Higher Level Reviewer Fred, Abdul N

=

From this page the Rating Official would begin to review the plan. Select the Next
button to continue. 20
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Approving a Performance Plan — Rating Official
I D DN D e ! I .

Performance Appraisal Application (PAA)

ICE MyBiz ICE PAS Y3 Disonostics Home Logout Preferences

NG PAA - Rating Official

| Transferto Employee ). Track Progress J Return to Main Page J

Employee Information
Ermployee Mame Blomme, Domingo X
B Show Employee Details

m ReportsiForms
Flan Details QSRS Joh Objectives Appravals & Acknowledgments

Mission Goals
This screen focuses on important information regarding your organization's goals and priorities. ¥You may type or copy and paste information into the text Meed Help?

box, orit may be populated by your employee. When done, select the Mext' button or Job Objective’ tab.

B

This is the Mission Goals

=
{Limit to 1400 characters) Counter |25 /

[ <PRE¥IOUS | [ NEXT= )

ICE MyBiz | ICE PA& %3 | Diagnostics | Horme | Logout | Preferences

About this Page

From this page the Rating Official would review the Mission Goals. Select the Next
button to continue. 21
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Performance Appraisal Application (PAA)

CEMEE KEPASNY KEPAANWE Homs Lopoul Prafsrences

MG PAA - Rating Official
Transfer o Employes ), Track Progress | Rahun o Main Page |

Employes Information
Employes Mame  Blomme, Demingo X
b= Shisw Emploses [els

m ReportaFome

Plan Details | Mission Gaals Approvils & Atkniwladgiments

Job Obgechives
T 1 odate panding Job Cibjsciives if you have awnarghip of the Padormance Plan_ and sppreved Job Need Help?

TP C Appeiid
st egual &

Agdd Job Objeciive

Details Humbar Title Stadus Welght % (Dptienal) BAction Delete
> 1 "l Quality Condrol PENDING 60 = Jpdate | |
= 2 5 Tasting PENDING 40 = _Updats | )
SPREVIOLIS | | WENT®=
1CE by | IGEPASNYS | IGE PAANT | Home | Logout | Ereferences

From this page the Rating Official can add weights to the employee’s job

objectives. The Rating Official can also update, add or delete a job objective.

Select the Update button to continue.

Approving a Performance Plan — Rating Official
1 B B B 3 B B B

22
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Approving a Performance Plan — Rating Official

Performance Appraisal Application (PAA)

KEM:EE KEPASWE KEFRAVE Home Loool Praferences

Update Job Objective
= Indicates required field Save | | Save and Lpdate Anomher Job Obiecive | | Save and Retum o Job Obiecives Tab |
Mesd Halp?

Ohbjecting Mumbier 1

= Objecive Title |':"-'3"1T Conbiod
= Starl Date 51-0“-3]]3 E
—— T

Job Oyectre Stalus PENDING
Date Las Modified 2I-Feb-2008

Jod Oibjectv

The is whine you ype your job obpscineg

-
Counter [0

Save Save and Lipdale Another Job Objectve | | Sawe and Returm 1oJob Qbjectives Tab

AA WD | ICE FAA .‘:|".'-.|..'..|.l | Prafarandas

On this page the Rating Official may co'py and paste or type a job objective. When

the Rating Official is done he may Save it, Save and Update Another Job

Objective, or Save and Return to the Job Objectives Tab. The process is repeated

until all job objectives have been reviewed. Select the Save and Return to Job 23
Objectives Tab to continue. UNCLASSIFIED / FOUG
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Approving a Performance Plan — Rating Official

-

Approvals & Acknowledgments
This screen provides information regarding the status of your employee's performance plan.

e Select the 'Start’ button to complete a step.
e Select Show'to see detailed information about an approval (date, method of review, etc.)

Show Al Details | Hide All Details
Details Tasks Status Action

¥ Hide |Step 1: Rating Official - Request or Document Higher Level Reviewer. Mot Started

@ TIP There are twn nptinns available to camplete this step If you are bath the Rating Official AND Higher Level Reviewar, use Option B to dacument the appra
Option A - Transfer to the Higher Level Reviewer (HLR)

Name Title

Dobles, Titus K Rating Official
Topps, Donella C Higher Level Reviewer
@ TIP Please select new HLR fram list of values, if reguired

Change Higher Level Reviewer |Topps, Donella C ,,;?

Message to Higher Level Reviewer

This screen provides space for you to send a Higher Level Reviewer a message regarding an employee's Performance Plan. After writing the message, s¢
Reviewer with E-rail Matification’ button to send the message.

Please review this performance plan and take the appropriate action under the Approvals and ]
Acknowledgments tab

Motice: You are about to contact Topps, Donella © by e-rmail. Due to the unencrypted nature of this e-mail communication, please do not include any nor
security numbers or privacy act information in your e-rmail.

| Cancel | | Transferto Higher Level Reviewer without E-mail Not\ﬂcat\onj | Transfer to Higher Level Reviewer with E-mail Notiﬂcationj

« | >%
From the Approvals and Acknowledgments tab, using Option A, the Rating Official can
transfer the plan to the Higher Level Reviewer for review,

24
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Approving a Performance Plan — Rating Official

Cancel . Transfer to Higher Level Reviewer without E-mail Notification | | Transfer to Higher Level Reviewer with E-mail Notification |

Option B - Document the higher level review has taken place by entering the following information:

Higher Level Reviewer ITuppE.DunellaC 5? Method of Review =
Review Date | Other Method | (Cancel) (Sa
ICE MyBiz | ICE PAA W3 | Diagnostics | Home | Logout | Preferences
4 v

Using Option B, the Rating Official can document Higher Level Reviewer concurrence. The
Rating Official completes this step once they have reviewed the plan and are ready for
second-level review. ,

5
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Track Progress
I D D D N D B B .

Need Help?

Employee Information
Employee Name Blomme, Domingo X
PShow Employes Details

This scréeen provades information régardang the status of your performance plan throughout the
performance cyclo
When you are done reviewing your status, select the "Return to Previous® bution to resume

your actmty

Plas :
Drafed v
Reviewed by Higher Level Reviewsr

~ Acknowledged by Employee !
h«inRMcw

| Employee Seff Assessment
| Ralmg Official - Assessment

| Reviewed by H:gher Level Review - li'Rvequued
" Communicated to Employa} Sy Ra‘mg 0‘5(1.;!
| Acknovdedged by Employee

Ropratsal

Employee SefAssessment ]

Ramng Oficial - Assessment

Commumcated 10 Employee by Rating O%cial

_Returm to Previous
CEMyBIz | ICEPAAND | IKEPAANG | Home | Logout | Preferences

This page displays the status of the Performance Plan throughout the cycle.
26

UNCLASSIFIED / FOUO



UNCLASSIFIED / FOUO

Approving a Performance Plan — Higher Level Reviewer
1 B B B 3 B B B

Meed Halp?
Wamning: The Performance Appraisal Application is designated for sensiive unclassified personne
aformation onky. Do NOT o etrized release of
classified information is & violation of law and m
Al Al e Al Al

Impomant: T

PlansiAppraisals In Progress
Create Mew Flan

Show M | All Appraieals ]' Appraisal Year [ALL jv [--E-h'.luw a Flan Typie- :] G
=
Takde Size IIIZI -

Plan
Employes Cuiprant Fatiing Appraisal  JAppraisal |Bppreval Flam Current FAR
Hame Crwenen Official Hameiear 1L Dvaite Type|Stams  |Stanes Action
Wil te, Frad, Abdul Rhynes, Appeaisal Pending  (Lpdate =| Gp
Morgan M M Conad? 2009 3 02-8ar2008 NG Approved o asneoval [ Bl (%]
Puskas, Puskas, Rhynes, Inderim Fewiew W =| | Ga
‘Weston R Weston R Conead I 2009 100 D1-Mar2008 NG Appeovd Complated !
Eldorromeg, Fred, Abdul Rhynes, Plan Pending HLR Update =| @0
Dominga X N Conead I 2003 21 NG  Pendng Riview | e
e
=
Maip BA2 | Guegt Pacicpant | IKEMyBiz | IGEPAANT | Home | Legow | Brafecepces | Quache Help

From this Main Page, the Higher Level Reviewer can review the employee’s
Performance Plan, view and print the entire plan after it is created and track the
status of the plan. Select the Action you need and click the Go button to 27

continue.
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Approving a Performance Plan — Higher Level Reviewer
1 B B B 3 B B B

Performance Appraisal Application (PAA)

REMET KEFSANS Home Lopoul Preferences

MG PAA - Higher Lavel Reviewear
Track Progross |, Roben o Main Pags

Employes Information
Employes Mame  Blomme, Demingo X

p. [}
m RepoisFomse
m Miggien Goals | Jeb Objectves | Approvals & Acknowledgments
Flan Chafadls
T ein providies mformation about th falu _\-_”-... ployés's pedormanste plar NSE you aré i véw mode you canndl make changs ”._.._._jH._.Il_-"
Appraczal Type  Annual Appraksal - HG Perfamance Plan Appooval Date
Agpraisal Perod Start Date 01 -Oct-2008 Plan Last Modéied
Agpraiosl Penod End Date  30.5ep- 2009 Created By Blomme, Domingo X

Agpraisal Efectve Date 01 et 2000
Rating Official Name Rhynes, Conrad 2
High Level Revigwar Frad, &bdul N

CE MyBiz | ICEPAANT | Home | Logow | Prefernces

On this page the Higher Level Reviewer can review the plan details, track progress or return
to the Main Page. Select the Next button to continue. 28
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Approving a Performance Plan — Higher Level Reviewer
1 B B B 3 B B B

k’kﬁ) Performance Appraisal Application (PAA)

LR LAS REMET KEFSANS Home Lopoul Preferences

MG PAA - Higher Lavel Reviewear
Track Progross |, Roben o Main Pags

Employes Information

Employes Mame  Blomme, Demingo X

m ReportaFome
Plan Details Job Objec s Approvals & Acknmwledgiments

Misskon Goals
T win prvdes information regandng you arganiZalion's geals and pnontie hin dong, Select the Mext’ butten or the Job Objectimes” tab Magd Help?

Blis-sion

=PREVIOLIS | | MEXT=

E MyBir | ICE PAAYE | Home | Logoud | Peeleronces

On this page the Higher Level Reviewer can review the mission goals, track progress or

return to the Main Page. Select the Next button to continue. -
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Approving a Performance Plan — Higher Level Reviewer
1 B B B 3 B B B

Performance Appraisal Application (PAA)

CEMNET LEPAAYS Home LoDoul Praferences

MG PAA - Higher Lavel Reviewear
Track Progross | Retun o Main Page |

Employes Information
Employes Mame  Blamme, Demingo X

ML FeportsFomms

Plan Details | Mission Goals g R THaEE Approvals & Ackniwledgiments

Juob Otectives

& TIP Or Appeoved b Cibjectves will b used 1o caloulate The rating of record and awarage score, Al “Approwed” Job Obsectve s with assigned oplional waight
miust equal 3 total of 100°%

Dhenails Numbaes Tile Siamis Wleight % iDptional) Actiodm el
B S 1 best PENDING M)
B-Show? best PENDING i)

APREVIOUS | | HEXT=

CE MyBiz | ICEPAANT | Home | Legowt | Preferences

From the Job Objectives Tab the Higher Level Reviewer can view the job

objectives. Select the Next button to continue.
30
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Approving a Performance Plan — Higher Level Reviewer
1 B B B 3 B B B

Performance Appraisal Application (PAA)

CEMET KEFAAYWD Homt Looil Preferencos Cseonodbcl

MG PAA - Higher Level Reviewear
Track Progross | Rahum by Main Page

Employes Information
Employes Mame Blomme, Daminge X

A2 RepoitsFoms
Plan Dietails | Migsion Goals | Jobobsecies WL

Appavals & Ackisvwddodgunnnt s

atn provides details a fyour Mesd Help?
Denails Tasks Statis Actisn
=
B Step 2 Hoghar Lival - Rt Pendng Approval | Approve | ar | Rabam for Change
B
=
“PREVIOUS
ICE MxEsz | ICE PAANT | Homd | Logout | Preferences | Duandsics
& fhiz P

The Approvals and Acknowledgments Tab displays details about the épproval
steps of the employee's Performance Plan. Select the Approve button to
approve the plan.

31
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Approving a Performance Plan — Higher Level Reviewer
1 B B B 3 B B B

- |
Performance Appraisal Application (PAA)
CEMWET KEPAAYY [aamomicd Home LOGnl PrEsefnces
[ Infarmation
Do youn wish 1o appiove the Perfotmance Flan job ohjectives lor Blamme, Domings X7
(Mo} [yes]
-E WyBiz | ICEPAANG | Quagnostice | Homa | Logoul | Praférences
=

Select the Yes button to Approve the Performance Plan.

32
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Approving a Performance Plan — Rating Official

Performance Appraisal Application Main Page )
Peed Halp?
Waming The Performance Appraisal Application is designated for sensiive unclassified personneal
nformation only. Do MOT antar classified inf odin m. Unauthonzed release of
classifiad informanon 15 & viokaton of kaw and may lead to pr an
From the Main Page, you can creale, updale and view employes Fedfomance Flans; change the Rating Cfficial andfor Higher Level Rewiewer, view and print part or an andine
plan after #f ks crested; close = plan, sand track the slatus of & pla
You can also search for completed plans glecting the Show Complated PlansBppraisals” link located at the botiom of this page
1} U U oeesLrae ]
g « Salect ar f oA & i
= + Salegi it |
Imponant: To bacome fmiliar with the colurmng, select 1he Nead Help? link
Plansifppraisals In Progress
Créate Mew Plan
o Il | I ‘R
Show Me | All Apgrsieals Z| Appraisad Year [ALL ¥ |.-I3h:|n-:t- a Plan Type ;' Go
Takile Size Ill:l -
Plan
Employee Carrnt Rating Appraisal  |Appraisal JApproval Flan Current PAA
Hame Dmen Crificial Mame|vVean 0 Lhane Typ | Status ELE e Actlon
‘Willtte, Fred, hdul  Rhynes, Appraisal Pending  [vigw =| | Go
Margan M N Conrad Z ER El O3-Mar2008 NG Approved (g Agproval ! =l
Puskas, Puskas, Hhynes, Inbenen Hewes Wiew | | Go
Wesion B Wesion B Conrad I 2009 100 01-Mar2003 NG Approved Completed | J
Bk, Rtyres,  Rhynes, Flan Revewsed by | Lipdate =] (o)
Dominge X Conrad I Comrad I 200 21 NG Pending o p
=1-1l 2 ] REEIC armpleied b
[ it
hlaen PA& | Guesl Padicipant | 1CE MxBiz | IGEPASNS | Home | Logeul | Boefersnces | Qracle Help | Diagneslics -

From the Main Page, the Rating Official can now begin to approve the plan. Select the Go

button to continue.
33
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Approving a Performance Plan — Rating Official

Ty Performance Appraisal Application (PAA)

CEMEE KEPASNY KEPAANWE Homs Lopoul Prafsrences

MG PAA - Rating Official

Transfer o Employes ), Track Progress | Rahun o Main Page |

Employes Information
Employes Mame  Blomme, Demingo X

m ReportaFome
Plan Details |/ Misgion Goals | Job Objecives T EREE BT TRTE NI

Approvals & Ackowlodginments

+ Select the Stan” button to comiplete a sleg
+ Select Show' to see detailed infamation about an approval (date, method of riview, of
how &)l Details | Hide A1 Del
Datalls Tasks Status HActlon

b=
-
= Step 3 Rating Cficial - Document Communication to Employoe Mot Started | _Star |
b=
sPREVIDUS
IGE BBz | [CERAANT | IREPAANT | Home | Legout | Ereferences

The Approvals and Acknowledgments Tab displays details about the approval steps of
the employee's Performance Plan. Select the Start button to continue. 34
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Approving a Performance Plan — Rating Official

NG PAA - Rating Official

Transfor b0 Employee ) Track Progress ) Redan to Main Page

Employee Information

Employee Name Blomme, Domingo X
[ Clota

m ReportsF oms
Plan Detalls | Mission Goals | Job Objectves JUFUTT VRN Te HRTE AN T 1)

Appit ovals & Acknowledgments
Th i .

00N | des Ir

liged b
Detalls Tasks Status Action
P Sho
> »
Vo
Communication Date IIBAcw‘Z\IJ‘? E
Communication Method 'I
Other Method
Face to Face
S rt\:;e:hane Employes for Acknowsedgment J. Save and 0 10 Step & )
-—1_ g
> .
<PREVIOUS

CE MyBiz | ICEPAA VT | Diggnostics | Home | Logout | Preferences

At this point the Rating Official can document communication to the employee and
35
the acknowledgment, or transfer the plan to the employee to acknowledge.
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Approving a Performance Plan — Rating Official

\ Performance Appraisal Application (PAA)

CESkEy KEFARYWY [eyanogiicy Home LOGou Freserences

. Confirmation
Pue you Sule you want 1o qo te Step 47
Dy ot weanlt o contieue? /

ICE WiyBiz | ICE PAANT | Diagodsics | Home | Logoul | Prafrencés
Aot s Pt

Select the Yes button to continue to step 4.

36
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Approving a Performance Plan — Rating Official

g ""'1"‘.'1.
i ¥ peﬁormance Appraisal Application {PM} ek KEPALVY Home Lopoul Praferences [Ssanostios

‘;: |In Opest Famcipan

Transfer o Employes ), Track Progress | Rahun o Main Page |

MG PAA - Rating Official

Employes Information
Employes Mame  Blomme, Demingo X

mmbarimﬁmlm Anniual Apprassal Other Assesements | Repodsf ems

Plan Details | Mission Goals | Job Objectives LT E DR LR LA T LT

Approvals & Ackowlodginments

win provides anformation reganding ot tatus of your emplopes's pefamance plar diid Hi I

how &)l Details | Hide A1 Del
Detalls Tosks Status Action
- 2
b=
[
=

Stop 4: Rating Oficial - Document Emgloyes Acknow adgmisnt Mot Stared Start

SPREVIQUS

Main PA% | Guest Paricigant | ICE MyBiz | ICE PAA WS | Home | Legout | Preferences | Diagnostics

faleoidl i3 Poos

The Approvals and Acknowledgments Tab displays details about the approval steps of
the employee's Performance Plan. Select the Start button to continue. 37
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Approving a Performance Plan — Rating Official

MG PAAL - Rating Officlal

Trangfor by Employes | Teack Progress ) Retm o Main Page |

Emplaye# Infarmation

Employes Mame  Blomme, Demingo X

m Inbirin Rediws  Annisl Appralsal | Omher Assessmints | Repanar sims
Pilan Details | Miggion Goals | Job Objectves 1L SR A 0TS T T

Approvals & Acknowledipments
This aeraam B o i Meed Halp?
e AJ1 Diptaids | H
Details Tasks Hlamis Bction
P
==t
b. .
T
:’..,'_'|||.l These halds are sul P oulated &t e tene of e e acknmdedomearnd. Hihe e yae ig nol Fvalasle of reluses [o
ch may update this aea accordingly
Acknowiedgment | Ack by Other Mathod =
Crhar Mgthod
Refusied
Liate | aek by Other Method
S
<PREVIOLES |

CE WiyBiz | ICE PAAYT | Disgnostics | Home | Logout | Peeferences

At this point the Rating Official is documenting the acknowledgment of the plan.

Select the Save button then transfer the plan to the employee. 38
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Track Progress

k l) Performance Appraisal Application (PAA)

Tt CEMeEZ CEPAANT KEFASNWS Home Loood Prefertnces

Track Progress

Rt bo Previous |

Weed Halp®

Employes Information
Ermplayes Mame  Blemme, Daminga X

b mplovie
This screen provides infoamation regarding the status of your pedormance plan theoughout the performance cycle
Whan you are done resiewing your status, select the “Retum 1o Prevous” button 1o resuame your sctiity
|27
Dirafled i
Renewsd by Higher Leval Rievewer W
Approed W
Acknowledged by Employes il
Ieneaimn Rt

Ermployse » SelhAssessmen
Rating Official - Assesement

| Renewed by Higher Level Revew - | Requred
Communicated 1o Employes by Rating Official
Acknowledged by Employee

Ppratsal
Ermployes - SelAssessment
Rating Official - Azzessment
Highor Lewel Rloviewer Sppromd
Comenunicated to Employes by Rating Official

Rturm 8o Prinous |
ICE MyBiz | ICE P&AYD | ICE PAAYT | Home | Logout | Preferences

This page displays the status of the Performance Plan throughout the cycle.
39
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Interim Review- Employee

-
AL
o
i & 2 P

@

Employes Information

Employee Name Blomme, Dffnings X
b= Shiw Ery Fied

Performance Appraisal Application (PAA)

i'E M L i'E [ '\-'E [eaiaics  Howie o pl':!'-'r:l:':t

Transler b leng l;’,‘lfl'll;la'IJ Track P'rugrass_' Raturn 8o Main Page‘

m Inlerim Rieviews | Annual Appraisal | Odher Assessments || Reporisf oms
Mizsion Goals | Job Objectves | Approvals & Acknowledgments

Plan Details

This screan provides information about the status of your peformance plar [egd Halp?

Duates, f necessary. Important Note: The Appraizal Penod Start Date represents the stan of your performance
vinfarmation such as your pay grade and step will be populated on your appraisal formn based on this date. For

| T
wiirwnlr ar bioth Rating € il & Hi r : L I
Change Rating Oficial or Higher Level Reviewer |
Apprasal Type |i’u111u|ﬂl Appraisal - NG ﬂ Parformance Plan Approval Date  16-Mar- 2009
Apprassal Penod Stan Date  01.0c1-2008 Plan Last Modified
Appraisal Period End Date  30-Sep-20009 Crested By Blomme, Domings X

Appracsal Effecive Date  01-0c1-2009
Rating Official Mame  Rhynes, Conrad £
Higher Level Reviewar Fred. Abdul N

HEXT=

From this page the employee can track progress, change the Rating Official and

Higher Level Reviewer or return to the Main Page. At this point, also notice that the

Interim Reviews and Annual Appraisal Tabs are now available. Select the Interim 40
Reviews Tab to begin the Interim Review. UNCLASSIFIED / FOUO
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Interim Review- Employee

Performance Appraisal Application (PAA)

KE Wiz KCEPASAVE Disorostics Home Loood Preferences

| Transfer fo Rating Official | Track Progress | Fetum to Main Page |

Employee Information
Employee Narme Blomme, Domings X

PeShow Emplayes Dejal

m Annual Appraisal | Omher Assessments | Repons/Foms

Irterim Fesvews
Inberim Reviiws are conducted 10 assess your parormance throughout the pedomance cycle A8 least one Interim Rewew is required and is typacally Meed Help?
canducted at the mid-point of the ¢ yihe Fram this straan you can creale an Irtenm Révnew, update an Infenm Reénaew thal has nol been approved, and véw a

completed Interim Revew

» To create an Interim Review, select the ‘Create Intenm Review” bulton
w Toc armplite other actwons descnbid abowe, select the bullon undér the Action column

& TIP Infterim Reviews are a review of an employee's performance which typically occurs midway through the performance cycle. (Nate: Not a closeout
or Annual Appraisal)

Create Interim Review

Created  Creation Higher Level Review Commumnication Commumnication Employee Ack
Humber By [rate Date Status Date Method Date BAction Delete
Mo results
found
ICE MyBiz | ICE PAANG | Diagnostics | Home | Logout | Prefergnces
Abad thiy Poge

From this page the employee can create an Interim Review by selecting the 41
Create Interim Review button. UNCLASSIFIED | FOUO
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Interim Review- Employee

Interirn Rewew Inlistor  Blomme, Damingo X
Intenrm Revew S1alus  lnitianed

Intenm Review Murnber 1
Objactive Assessmants

Approvals & Acknowladgments
Objective Assessments

el thie Wy Joumal bnk to refer 0o o

copy and paste any selba

diped Help?
Job Objectives
Waights
W%
Select Order ObjectiveTitle Status {Optianal)
Lo 1 Pt APPROVED
& 2 test APPROVED
Jub Objecthe
tastor

Eimgioyee Sl Assessment
Tadey £l L

This is where the employee’s Self Assessment is input.

4

This is the place where the employee would input the Interim Review Self Assessment
for each one of the job objectives.

42
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Interim Review- Employee
. 5 N 3 B 3 B B |

Performance Appraisal Application (PAA)

EE ey KF PAA VY Dagrostcs Home Logoud Prefersnces /

Retum To Interim Reviews Tab |

Employee Information
Employes Mame Blomme, Domingo X
b Show Emploves Dot
& TIP An inferim néview should acknowledge schaiverments to dale and su qoisted anias for improvernént, H should facildate mearmngful dialague and exchange of
secomplishments and areas for improvemant
Intenm Hévigw Inisator - Blomme, Dominge X interim Beview Mumber 1
Filemm Rowew Stalus  Iniftiated

Objecipae Assessments Approvals & Acknirwledgments

Objective Assessments
Select the My Journal' ink 1o refor to or copy and paste any sel-assessment informatior

Sl Oectines

Waights
Select Order ObjectiveTitle Status (Dptl:-ll-ﬂr
& 1 test APPROVED
r 2 test APPROVED
Jobs Obgective
lisddir
"

After the Interim Review Self Assessments have been entered for each job
objective, click the Return to Interim Reviews Tab. 43
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Interim Review- Employee
. 5 N 3 B 3 B B |

Performance Appraisal Application (PAA)

KRy KF Pia v (isgnostcs Home Loooul Prelmences

Employee Motification to Rating Official - Rhynes, Conrad Z
Carcal | | Transferio Rating Cifickal withouw E-madl Motiication | | Transfer bo Fating Official with E-mad Modficaon |

Message to Rating Official

Cancal | | Trangfer to Rating Official withgut E-miail Molification | | Trangfer o Raling Cfficial with E-rmail Motification |

GE MiyBiz | IGEPASYG | Dagnostics | Home | Logow | Ereferences
Skout Bhis Pags

From this page the employee transfers the Interim Review to the Rating Official for

review and approval. If the employee sends it using the Transfer to Rating Official with

Email Notification option, the text box appears in the body of an email delivered to

his/her email. The email address must be updated in My Biz or My Workplace for this

functionality to work. a4
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Interim Review- Rating Official

Performance Appraisal Application (PAA) ICE MyBiz ICEPAAY3 Home Logout Preferences
Version 3.0
PM\ Main Page Provide Guest Feedhack

Rating OfficiallHigher Level Reviewer

Performance Appraisal Application Main Page

COracle Help  Diagnostics

Meed Help?
Warning: The Performance Appraisal Application is designated for sensitive unclassified personnel
information only. Do MOT enter classified information in this system. Unauthorized release of
classified information is a violation of law and may lead to prosecution,

Fram the Main Page, you can create, update and view employee Performance Plang; change the Rating Official and/or Higher Level Reviewer, wiew and print part or an entire
plan after it is created, close a plan, and track the status of a plan.

You can also search for completed plans by selecting the 'Show Cormpleted Plansf&ppraisals' link located at the bottorn of this page.

To create a Perormance Plan: To complete other actions described above:
s Select Choose a Plan Type' s Select an option from the Action column
e Select ‘Appraisal Plan Type' e Select the o' button

s Select the 'Go' button

Important: To become familiar with the colurmns, select the Need Help?' link.
Plans/Appraisals In Progress
@ TIP Only Employees that have a plan in progress are listed below.

Shaw e |AII Appraisals j Appraisal Year IALL 'l ~Chaose a Plan Type-
Reports/Forms
Table Size Im ,I groasnege RO andfor HLR
Employee Current Rating Official |Appraisal  |Appraisal [Plan Approval Plan Current PAA | Track Progress
Name Owner Name Year 1] Date Type|Status Status Manage Guest Patticipants
Blomme, Rhynes, Rhynes, Conrad Interim in Update ~| (Go)
Domingo X Conrad Z 7 2009 235 16-Apr-2009 MG Approved J £L:08)

Prograss

Select the link to search for Completed Plans.
PShow Completed Plansédppraisals

-
e ke M [ [ - n oA e P e A L 1 ' T [ e e

From the Main Page the Rating Official selects Update from the drop down and 45
then the Go button to begin the Interim Review process.
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Interim Review- Rating Official

Performance Appraisal Application (PAA)

KEmfz KEPAAVY (lognostics thme Logout Proferences
.
NG PAA - Rating Official

Transfer to Employee ) Track Progress )| Return to Main Page |
Employee Information

Employee Name Blomme, Dgfvingo X

P Show Employee Details
m Interim Reviews . Annual Appralsal . Other A s . RepotsfForms
Mission Goals  Job Objectves | Approvals & Acknowledgments

Plan Detadls

This screen provides information abowt the status of your employee’s performance plar

Need Help?

o Update the Appraisal Type and Appraisal Dates, ff ¢

Important Note: The Appraisal Period Start D

ate represents ¢

presents stan of you a's performance evalustion penod under this pian. Cenlain information
such as the pay grade and step will be populated on the appraisal form based on this date For additional guidance select the Need Help?' ink
e Change the Rating Official andfor Higher Level Reviewsr
o Transfer the Performance Plan 1o your employee
To chan ge a Rating Official, Higher Level Rewewer or both, select the Char qe 'r-".mm_] Jficial and/or Higher Level Rewewer' buttor
When done, select the Next” button or the Mission Goals'tab
Change Rating Official or Higher Level Reviewer |
Appraisal Type IAnnual Appraisal - u(;:] Perormance Plan Approval Date  16-Mar-2009
Plan Last Modffied Date
= Agpransal Penod Start Date [01.0c1:2008 E Created By Blomme, Domingo X 4
« Appraisal Penod End Date |30-Sop-2009 E

= Appraisal Effectee Date F!l-OClQOOS §]

Rating Official Name Rhynes, Conrad Z
Higher Level Revewer Fred, Abdul N

From the Plan Details page the Rating Official would click on the Interim

Reviews Tab to view the Self Assessments. 46
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Interim Review- Rating Official

T

Performance Appraisal Application (PAA)

KEwhiug KE Pas vy [Ssgrosics Home Logud Fraferences

MG PAA - Rating Official

Transfer lo Employee ) Track Progress ) Retum o Main Page |

Employee Information

Employes Mame  Blomme, Domingo X
= Erriplery i Dista

GELR" Mterim Redews Annual Apprads sl Omner Assessments ReporisF wms

It it Rz s

L wews are condwcted b assess employee pedformance throughout the pedarmance cycle. A% least ane Intenm Reew 15 requared and o i i T
ypically conducted at the mid-point of the cycle. From this screen you can create an Interim Rieview, update an Intenim Review that has nol been approved, and view
i completied Irenm Revi

t ibanm Hémdw, 1 1§ itenm Héwméw Bugtan, This Butlon 15 onl i Plar E
« To complete odher actions described shove, select the butbon under the Action cobumr
& TIP ktenm Bedess are a riview of an emple yei's pefarmance whach typically securs midway through the pafarmance eycle [MNote: Mok & clogeoul Astesdndr
ar Annual Aopraisal)
Creation Higher Level Review Communication Communicatien Employes Ack
Humber Created By Dhate Date Stams Date Method Daie Actlon  Delete
1 Blornime, 2-viar- 2009 Initiated Lpdste ) o
Dromingo X

CE MyBiz | ICEPAANT | Disgnostics | Home | Logowt | Preferences

From this page the Rating Official can update or delete the Interim Review, transfer to the
employee, track progress or return to the Main Page. Select the Update button to continue.
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Interim Review- Rating Official

Performance Appraisal Application (PAA)

ICEMyBiz ICEPAA V3 Diagnostics Home Logout Pratgfnces
Create/Update Interim Review

Employee Information

Employes Name Blomme, Domingo X
B Show Erployes Details

(_Return T Interim Reviews Tab

Interim Review Initiator  Rhynes, Conrad Z
Interim Review Status  Initiated

Interirm Review Number 1
Anprovals and Acknowledgments

Assessments
This screen allows you to view your employes's Job Objective and self-assessment, and 1o 1ype or copy and paste your evaluation

» Zelect the Radio’ button next to the Job Objective you want to evaluate

= Once you have completed your assessment for each Jub Objective, select the Apprevals and Acknowledgments' button to begin the approvals process

Eng

Self Assessmont

Impaortant Note: If you transfer to the employes sfter you have entersd your assessment and before the approvals process has been completed, your emplayes wil be abl
ta view your assessment.

@TIP An interim review should acknowledge achisvements to date and suggested areas for improvement. It should facilitate meaningful dialogue and exchange of

and areas for
=] Meed He
-Job Objectives

Select Order ObjectiveTitle

Weigh
%
Status. {Option
(c 1 test APPROVED
o 2 test APPROVED
Job Objective Text
test H
“« I
Fating Official Assessment /
Thiz iz whete the rating official would put his assessments in =
L Counter |63
Retum bo Top of Page
Diagrostics | Home | Logout | Prefarenc
wiihiz Page

8

This is where the Rating Official would put in the Interim Review Assessment and 48
then select the Return to Interim Reviews Tab at the top of the page.
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Interim Review- Rating Official

Performance Appraisal Application (PAA)

KEMyEiz KEPAS YT Disgnoatics Home Logod Prefsrendes

Create/Update Interim Review
Return To Inetirn Reviews Tab |

Employee Information
Ermployes Name  Blomme, Dominge X
P Show Emploves Datgilts

Imterirn Resiew Initiator - Blomme, Dominga X Intetinn Review Number 1
Interim Review Siatus  Initiated

Asgesgments Appiivals and Ackiowledgments

Approvals and Acknowledgments

Meed Halp?
This screen provedes inforrnation regarding the status of your employee's Intenm Revew

Select Show' 10 see the delailed information about the stalus of your employée’s Intenrm Riéviine,

. . i | rhidg sl b

Details Tasks Stalus Actian
. Step 1: Rating Official - Request or Document Higher Level Revew (H Requared). NOTE: B not required, go Mot Star |

~ 1o Siep3 Started
P=Sha
b= Show Step 3: Rating Official - Document Communacation to Employee g:““ 4 | Start )
ELE
B Sho

ICE MyBiz | ICE PAAVE | Disgnostics | Home | Logoud | Prafarsnces

Aboud this Pags

The Approvals and Acknowledgments Tab displays details about the approval steps of
the employee's Interim Review. Select the Start button to continue. 49
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Interim Review- Rating Official

-

Approvals & Acknowledgments
This screen provides information regarding the status of your employee's performance plan.

e Select the 'Start’ button to complete a step.
e Select Show'to see detailed information about an approval (date, method of review, etc.)

Show Al Details | Hide All Details
Details Tasks Status Action

¥ Hide |Step 1: Rating Official - Request or Document Higher Level Reviewer. Mot Started

@ TIP There are twn nptinns available to camplete this step If you are bath the Rating Official AND Higher Level Reviewar, use Option B to dacument the appra
Option A - Transfer to the Higher Level Reviewer (HLR)

Name Title

Dobles, Titus K Rating Official
Topps, Donella C Higher Level Reviewer
@ TIP Please select new HLR fram list of values, if reguired

Change Higher Level Reviewer |Topps, Donella C ,,;?

Message to Higher Level Reviewer

This screen provides space for you to send a Higher Level Reviewer a message regarding an employee's Performance Plan. After writing the message, s¢
Reviewer with E-rail Matification’ button to send the message.

Please review this performance plan and take the appropriate action under the Approvals and ]
Acknowledgments tab

Motice: You are about to contact Topps, Donella © by e-rmail. Due to the unencrypted nature of this e-mail communication, please do not include any nor
security numbers or privacy act information in your e-rmail.

\Cancel ) | Transferto Higher Level Reviewer without E-mail Not\ﬂcat\onj | Transfer to Higher Level Reviewer with E-mail Notiﬂcationj

« | >%
From the Approvals and Acknowledgments tab, using Option A, the Rating Official can
transfer the plan to the Higher Level Reviewer for review,

50
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Interim Review- Rating Official

Cancel . Transfer to Higher Level Reviewer without E-mail Notification | | Transfer to Higher Level Reviewer with E-mail Notification |

Option B - Document the higher level review has taken place by entering the following information:

Higher Level Reviewer |Tupp9_ Donella C (? Method of Review -
ReviewDate [ Other Method | Cancel | | Sa
ICE MyBiz | ICE PAANT | Diagnostics | Home | Logout | Preferences
4 vl

Using Option B, the Rating Official can document Higher Level Reviewer concurrence. The
Rating Official completes this step once they have reviewed the plan and are ready for
second-level review.

51
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Performance Appraisal Application (PAA)

Interim Review- Rating Official

CEMRE KEPAS WD [isgrogics Home Loool Prelerences

Create/Update Interim Review

Employes Infarmation
Employes Mame  Blomae, Dembngo X
b= Employes Dat

Interim Review Initiator  Blomme, Domings X
Intenm Review Status  Iniiated

LEETEEN T T Approvale and Ackmowledgiments

Ratum To Interim Redews Tab |

Intanm Riview Numbar 1

Appravalt and Acknowledgments

Detalle Tasks

Status Actlen

b5t
B
B Shiow Step 3 Ratng Oficial - Documint Commurataton ta Employss hct Stant
Started
b
GE WyBiz | ICE P&& 3 | Disgnostics | Home | Logout | Preferences
Ao this Page

The Approvals and Acknowledgments Tab displays details about the approval steps of
the employee's Interim Review. Select the Start button to continue. 52
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Interim Review- Rating Official

Create/Update Interim Review

Retuen To Interim Reviews Tab |
Employee Information
Employes Mame  Eutsler, Takako O

=

Interim Review Initiator  Bogema, Genny B

I R M
Intenien Review Status  Initiated e Renew tumber 2

Lot T Appr ovals and Acknowledgments

Approvals and Acknowledgments

les inforration regarding the s

Meaed Hal ra
status of your empboyee’s Interim Revie

Denails Tasks Status Action

b=

D.. |

W i

Communicatson Dae  |16=Apn 2009 E
Cormmunscation Method  |[EIILRSEES
Othes Method |
Save and Transfer bo Employes for Acknowiedgment | Save and go bo Step 4 |
b
CE MyBiz | ICEPAAYT | Disgnostics | Home | Logowt | Prefarences

Akt thes Prge

-

At this point the Rating Official can document communication to the employee and

the acknowledgment, or the Rating Official can transfer it to the employee to
acknowledge the Interim Review. 53
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Interim Review- Rating Official

*rrw'\*

k ) Performance Appraisal Application (PAA)
T

CEMEE KEPAANYD Doorgaicd Home Loood Prolorelces

M, Cenfirmation
B o same you want 1o ge 1o Step 47
Dio you want 10 condinus?

E wiyBiz | ICE Pas v | Disgrostes | Home | Logout | Prelersnces

The Rating Official would select Yes if they are ready to document the
employee’s acknowledgment.
54
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Interim Review- Rating Official

k’kﬁ) Performance Appraisal Application (PAA)

LR LAS

CreatalUpdate Interim Raview

Rutun To Intenim Rivigws Tab |

Employes Information

Employes Mame  Blomme, Demingo X
b= Shisw Emploses [els

Interim Roview intiator - Blomme, Domingo X Iarim R Murnb 1
Interm Rewew Status  Pending Empl Acknowledgment T R

Lt LT Approvals and Acknowledgments

Approvals and Acknowledgments

Mead Halp?

Details Tasks

Status Action
=
it
b=
1 g Step 4: Rating Official - Docurnent Ermployee Acknowiedgrment Mot Stated | _Stad |
" . IE WwBsy | B PAANT | Depgoosies | Home | Logout | Eréderences

The Approvals and Acknowledgments Tab displays details about the approval steps of
the employee's Performance Plan. Select the Start button to begin. 55
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Interim Review- Rating Official

Foturn To Inbirim Reviews Tab | =
Employee Information

Employes Mame  Blomme, Damingo X
. Enmt

Intenm Riniiw Initiator  Blamme, Domings X Irdarim Revwew Numbes 1
Irterm Hewew Stales Pending Empl Acknowledgment o .
Lo lee e Approvals and Acknowlodgimants

Approvals and Acknowledgments

god Help!

Details Tasks

Status Action
=
b=
=
W Hasd
& TIF These fields are sulo-populated o1 the time of emg dg 1
Acknowledgment | Refused =
Caher
Dae [EEOEMENE )
S |
EE MyBiz | ICE PAANWS | Diagnoshics | Home | Logoul | Prelérences
Aol thes P

The Rating Official is documenting the employee’s acknowledgment of the Interim Review.
Once documented, click Save to continue.
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Interim Review- Rating Official

Performance Appraisal Application (PAA)

CEMRE KEPAS WD [isgrogics Home Loool Prelerences

Create/Update Interim Review

Ratum To Interim Redews Tab |

Employes Infarmation

Employes Mame  Blomae, Dembngo X
Bt Emplowes Dat

Interim Review Initistor  Blomme, Domings X Intarirn Riview Murmbar 1
Intenm Rivigew Status  Completed

LEETEEN T T Approvale and Ackmowledgiments

Appravalt and Acknowledgments

Meed Helg?

H Al [heta | v
Detalle Tasks Staius Actlon

VVVY

“E MyBiz | ICE PAAYS | Diggrostcs | Home | Logoul | Preferences

The Rating Official selects the Return to Interim Reviews Tab button.
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Interim Review- Rating Official
1 B B B 3 B B B

Performance Appraisal Application (PAA)

CEME CEPAA S Cisreaticy Homs Loood Frelorences

MG PAA - Rating Officlal
Transiar b Employes J Teack Progress ) Rebam o Main Fage |

Employes Infarmation
Employes Mame  Blomae, Dembngo X

Wmnw ppraisal | Other ASsessments || Reponsf cime

I anim Redews

et @ ol | sEss emgloye ormance Theousghout the perdormance cycle. Al least one Infern Review i3 required and is Ieeed Halg?
call ] & gt } of the cycls o | create an Infenm Review, updale an Inberim Review thal has nod been approved, and view
1 Comp! u
# T galg @ m H i m R T ¥ 2a i
& [0 Cdmg athe i {pal]i} alect the bution under (he
ETIF Intenm Revew e EIE L erformande which typically ocours retway through ik peformance cycle. (Mol Mot a closeout Assessment
o A opraisal
Creabe |nberim Review
Creation  Higher Level [ lcatien  C ication Employes fck
Humber Created By Date Revlew Date Stats  Date Mathod [ate Action  Delete
1 Blarnrmie, 20:Mar-2009 20-Mar 2008 Complated 20-Mar20089 Face 1o Face 20-Mar2008 | Mierw Higtory |
Doeningo X
GE MyBiz | ICEPAANG | Diageostics | Home | Logoul | Prferences
s P

The Rating Official selects Transfer to Employee after the Interim Review is complete.
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Track Progress

Performance Appraisal Application (PAA)

CEMEE KEPAA WD [iaorogley Home Loood Prelererces

Track Progress
Riedum o Prévious |

Mepd Ha E?‘
Employes Information
Employes Mame  Blomme, Demingo X

This screen provides indomation regaeding the u of your pedormance plan theoughot the performance cycle

When you arg done rivigwing your status, 585 “Ratum 1o F rervigus” batton 1o resume your actiily

_Pun!
Deafled
Reviewed by Highar Level Reviewsr
Approved
Acknowledged by Employee
terim Rindow
[ Employes - SelfAssessmant
Rating Official - Assessmen
Rewewed by Higher Level Rewew - f Requred
Camrmuracaled to Employés by Rating Official
Acknowladged by Employes
Ppps aisal
| [Ernployes - SellAssesamant
Rating Offcial - Assedement
Highir Livvel Rirnirer Approved
i:-;hn'.mum: ated to Employes by Rating Official

S e E L

Retum fo Previows |
CE WyBiz | ICE PAAYWS | Disgnpstics | Home | Logout | Preferences

Ao they Paoe =

This page displays the status of the Performance Plan throughout the cycle. 59
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Annual Appraisal- Employee

Performance ﬂppl‘ﬂj!‘ﬂl Applll:atlun [F'AA} EEMET CEPAS YT Homs Liasl Pretsrences Ooochs Hele Demoses
Versian 3.0

‘in:ﬂ:n Frovsde Guest Feedback Wy Jowamal

Performance Appraisal Application Main Page

Employee

Meed Halp?
Wamning The Performance Appraisal Application is designated for sensitive unclassified personne

information only. Do NOT enter classihed informat on in this systen

classifiad infarmation 15 aviolation of law and may lead to prosecution

Unauthonzed releass of

w your Performance Plans; view and afer il is created and frack 1he status of @ plan You

limg the “Show Completed Planglappraisa

Impertant: To become Tardiae with the columas, selec the Meed Help
Appralsals of Blomme, Dominge X
Create Mew Flan

|--Chm=n a Plan Typg j G )
Table Size |1ﬂ Tl
Employes Cunwant Fating Appralsal  |Appralsal [Plan Approval Plan Curremt PAA
Hame LIS Orfficial Namae [Year 0 [t PR Siatus Slabus Action
Blomme, — |[Blomene,  Rhymes, 2008 211 {EMar2009 NG Approved Mienm Review  [Lipdate | [ee]

Domingo X Domingo X Corrad I Complebed

lect the bk Lo Sedrch far compléeted plar

[ mpleted Plars/Aporaiss

BAA bgn Page | Pupade Guesl Feedback | My Joumsl | ICE MyBiz | ICE PAANE | Home | Logowd | Préferences | Oracls Help | [uagessiics

To begin the Annual Appraisal the employee selects Update and then the Go button.
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Annual Appraisal- Employee

-
KEMyBRT KEPARVG [isgnoslics Homs Loood Préfsences
MG PAA
| Tramsfer bo Rating OMcial ) Track Progress ) Returm to Main Page |
Employee Information
Employes Name  Blomme, Doamings X
P-Show Emplayes Details
M Reviews | Annual Appraisal | Other Assessments | Repordsfoms
m Mizsion Goals | Job Objectves | Approwals & Acknowledgments
Plan [aetails
Thas screen prowides information about the status of your performance plan Masd Halp?
* Lpdate your Appraisal Type and Apprasal Dates, if necessary. Imporant Nete: The Appraisal Penod Start Date represents the start of your performance
evaluation panod under this plan. Certain information such as yowr pay grade and step will ba populated on your appraisal form based on this date. For
additional guidance select the Meed Help? link
» Change the Rating Official andfor Higher Level Reviewer
» Transfer the plan 1o your Rating Official
To change a Rating Official andfor Higher Level Reviewar or both, select the Change Rating Official andfor Higher Level Rieviewer” button, When done, select the Tex
bisttan of the Mission Goals" 1ab
(_Change Rating OMcial o Higher Levil Rivigwer |
Appraisal Type | Annual Appraisal - NG = Performance Plan Approval Date  16-Mar-2009
Appraizal Period Start Date  01-0c1-2008 Plan Last Modified
Appraical Period End Date  30-Sep-2009 Ureated By Glamma, lomingo &
Appraisal Effective Date  01.0ct-2009
Ratmg Official Mame  Rhiynes, Conrad £
Higher Level Reviewer  Fred, Abdul N
MEXT= |
IGE MyBiz | ICE PAA VT | Duagnostics | Home | Logout | Preferences
Aboad his Pacs
-

The employee would then select the Annual Appraisal Tab. 61
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Annual Appraisal- Employee

Flan | Inbarim Resiows m:zn Other Asseesments | RepoitsiFoms

AEsasslivdils

Jobs Diljaciives

Waights
II
Select Owder  ObjectiveTile Stamis [Optisnal)
® 1 1a81 APPROVED
L& 2 105t APPROVED
Jobs Cilyaciive

bgsber

Emnployes Sell Assessment /

This is where the employee inputs the Self Assessment. f

This is where the employee would input their Annual Appraisal Self Assessment for each
one of their job objectives.
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Annual Appraisal- Employee

Performance Appraisal Application (PAA)
N bR KEPAA Vv [arngaboy Home Loogoul Prefoences

Transiar to Rating Oficial | Teack Progress ) Rebam o Main Fage |

Employes Infarmation
Employes Mame  Blomae, Dembngo X

L E L T T Armual &ppraisal Othir Assetsmenbs Risportaf onms

Assoessneals
i e B

Jolr Ohjectiees

Waeigh
Select Ouder OhjectiveTitle Siatus m;-rl.lm
" 1 test APPROVED
C 2 fest APPROVED
als (ihjiec e
\Ester

-
L3

4

After completing the Self Assessment for each job objective the employee selects the

Transfer to Rating Official button.
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Annual Appraisal- Employee
. 5 N 3 B 3 B B |

Performance Appraisal Application (PAA)

KELNEE KEFPSAWE Dagnogtcy Home Lo Erederences

Employes Motification te Rating Oficial - Rhwnes, Conrad Z
Carcal | | Transfer 1o Rating Offcial withoul E-rail Motiicstion | | Transfer bo Reating Official with E-mad Nosficaion |

Mezzage to Rating Official

Canoal | | Transher o Ratng Official without E-rmail Molification | | Trandfir o Raling Offitial with E-rdil Matification )

CE MuBiz | ICE PAAYS | Diagnostics | Home | Logou | Prefemsnces
Aboud is Page

From this page the employee transfers the Annual Appraisal to the Rating Official for
review and approval. If the employee transfers it using the Transfer to Rating Official
with Email Notification option, the text box appears in the body of an email delivered
to his/her email. The email address must be updated in My Biz or My Workplace for

this functionality to work. 64
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Annual Appraisal- Rating Official

Performance A]lpl'ﬂi!‘ﬂl Applll:!tlﬂ-n {FM} EEMEE CEPASYT Home Lot Prefsrences Cesche Hel [isancoics
Versian 3.0
‘zilii iii:l Frivide Gues] Feedback
Rating OfficlaliHigher Level Reviewer

Performance Appraisal Application Main Page

| Halp
Wamning The Performance Appraisal Application is designated for sensitive unclassified personne
information anly. Da MOT & sified informabion in this system, Unauthonzed releass of
classifiad infarmation 15 a violation of law and may lead to prosecution
L] L} a A a ITar ] A i ! ligh a

Impartant: To becorm far
FlansiAppraisals In Progress
Craate MNew Flan

Shiow M I.-'-JI Appraisals 'I Appeaisal Year |ALL = I--'CI‘IIICIE_E 2 Flan Type- ﬂ Ty
Table Size |1ﬂ *I

Employes Currant Ratimg OfficiallAppraiszal  [Appraisal |Plan Approval Flan Current PAK

Hams LT Mami LT o [hane Typ e|Stams Sl Actlon

Blommi, Rbyrgs, Rhiynes, Intinem Rintis |Llpda|e =| | Go
Dieningo X Conrad I Conrad L 2009 m 1B-Mar 2008 NG Approved Completed 'J

From the Main Page the Rating Official selects Update and then the Go button to
begin reviewing the Annual Appraisal Self Assessments. 65
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Annual Appraisal- Rating Official

NG PAA - Rating Official
Transfer to Employee ) Track Progress ) Retumn 1o Main Page )

Employee Information
Employee Name  Blomme, Domingo X

M interien Reviews | Annual Appraisal | Other Asse ts | ReporsiForms
ST wission Goals  Job Obj Appravals & Ach o
Plan Detadls

scroen prondes information about the status of your employee's perforrnanco plar Neod Help?

e Update the Apprmsal Type and Appraisal Dates, f necessary

Important Note: The Appraisal Period Stan Date represents the s1ant of your employee’s pedormance evaluation penod undss this plan Certain wformat
sch as the pay grade and slep will be populated on the appraisal $orm based on tk dale For additional guidance select the Need p? lir

Chango Radng OMclal or Higher Leved Reviewor )

Appraisal Type | Annual Appraisal - NG =) Pnﬂozmapnco PN APIONEINAS W 280
lan Last Modified Date
*» Appeaisal Period Stant Date 5100-2003 E Created By Blomme, Domingo X

= Appraisal Peniod End Date |30‘Sep~2009 Q
« Appraisal Effectwe Date [01-0c12000 | 54)

Rating Officisl Name  Rhynes, Contad Z
Higher Level Reviewer Fred, Abdul N

NEXT>

-

From the Plan Details Tab the Rating Official selects the Annual Appraisal Tab.
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Annual Appraisal- Rating Official

Performance Appraisal Application (PAA)

ICEMyBIZ ICEP&4 Y3 Disonastics Home Lowout Preferences

NG PAA - Rating Official
(Transferto Employee ) Track Pragress ) Return to Main Page )
Employee Information
Employee Mame Blomme, Domingo X
B> Show Employes Details

Plan | Interim Reviews SENHTERDETEEINY Other Assessments | Reporis/Forms

T Lo i Rating of Record | Approvals & Acknowledgments

Assessments and Ratings
This screen allows you to view your employee’s | eotives and self-assessment and wite your evaluations Meed He

Engloyen Sell ASSessman

. . ) s Select the ‘Radio’ buttan next ta the Job Objective you want to evaluate
This is where the employee inputs the Self Assessment

s Once all Assessments and Ratings have been assigned toJob Objectives, select the Rating of Record tab.

* Appraisal Type | Annual Appraisal - NG ~ Appraisal Period Start Date 15-0¢t-2008
Appraisal Effective Date  24-Sep-2009 Appraisal Period End Date  [23-Sep-2009 =

Job Objectives

Weights
% Adjusted
Select Order ObjectiveTitle Status (Optional) Weight Rati
& 1 test APPROVED
o 2 test APPROVED
Job Objective
15t =]

Rating Ddlicial As et

This is where the Rating Official inputs the assessment

harscies Countar ,_

Dt Faling
Opteanal Weight Job Objective Riating 3 v]l';'l
Adpsted Weight hl
Ristuin b Tap of Page

L]

This is the location for the Rating Official to input the Annual Appraisal Assessment and
the Job Objective Rating. Click on the Rating of Record Tab to continue. 67

UNCLASSIFIED / FOUO



UNCLASSIFIED / FOUO

Annual Appraisal- Rating Official

Performance Appraisal Application (PAA)

CEMRE KEPAS WD [isgrogics Home Loool Prelerences

MG PAL - Rating Officlal
Transfar by Employes , Track Progress ) Febam o Main Fage |

Employes Infarmation
Employes Mame  Blomae, Dembngo X

Pran |/ Interim Feviews @ Ll Other Assessments | R 5
Agsessments and Ralings Approvals & ACknowledgrnanss

Fating of Recond

A, Meed Halg?
Impariant Hote: Only “Approved” Job Obgectm be used to calculate the rafing of record and average score. All "Approved” Job Objectves with assigns
Job Objective Ratings
Wiight % Adjirsted
Order ObjecthveTitle Status {Dptionall Welght Rating
1 st APPROVED | 3 "'I
2 lest APPROVED j" 3 j"

Fotineg o Rl

Sgrage Score 300
Rateg of Record 3

CE WyBhz: | ICEPAANT | Duagedsies | Home | Logoul | Pofsrendés
Abeud (s Bage

From this page the Rating Official can rate the job objective. You will also see the average
score and the Rating of Record. From here the Rating Official will go to the Approvals and
Acknowledgment Tab. 68
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Performance Appraisal Application (PAA)

CEMEE KEPAANYD Doorgaicd Home Loood Prolorelces

MG PAA - Rating Officlal

Transfar bo Emploves | Track Progress ) Redam to Wain Fage |
Emplaye# Infarmation

Employee Mame  Blomme, Demingo X
B Ct Emir a6 Dlata

Pian | interim Reviws -;tfmrusr:smanu Froponsfeams

Asgisemaents and Ratings Rafing of Rucord Approvals L Acknowledgments:
Apga owals & Acknowsledgnnent s

Details Tasks

Sratus Action
B=Chiw Step 1: Rating Ofcisl - Regquest ar Document Higher Level Rewieser Mot Stafed | Siar )
pci
b. I
GEMBiZ | ICEPAANG | Disgooslics | Home | Logoul | Pafirences
Al this Fage

From the Approval and Acknowledgments Tab the Rating Official selects the Start button
after the Annual Appraisal Assessments are put in for each job objective.
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Annual Appraisal- Rating Official

-

Approvals & Acknowledgments
This screen provides information regarding the status of your employee's performance plan.

e Select the 'Start’ button to complete a step.
e Select Show'to see detailed information about an approval (date, method of review, etc.)

Show Al Details | Hide All Details
Details Tasks Status Action

¥ Hide |Step 1: Rating Official - Request or Document Higher Level Reviewer. Mot Started

@ TIP There are twn nptinns available to camplete this step If you are bath the Rating Official AND Higher Level Reviewar, use Option B to dacument the appra
Option A - Transfer to the Higher Level Reviewer (HLR)

Name Title

Dobles, Titus K Rating Official
Topps, Donella C Higher Level Reviewer
@ TIP Please select new HLR fram list of values, if reguired

Change Higher Level Reviewer |Topps, Donella C ,,;?

Message to Higher Level Reviewer

This screen provides space for you to send a Higher Level Reviewer a message regarding an employee's Performance Plan. After writing the message, s¢
Reviewer with E-rail Matification’ button to send the message.

Please review this performance plan and take the appropriate action under the Approvals and ]
Acknowledgments tab

Motice: You are about to contact Topps, Donella © by e-rmail. Due to the unencrypted nature of this e-mail communication, please do not include any nor
security numbers or privacy act information in your e-rmail.

\Cancel ) | Transferto Higher Level Reviewer without E-mail Not\ﬂcat\onj | Transfer to Higher Level Reviewer with E-mail Notiﬂcationj

« | >%
From the Approvals and Acknowledgments tab, using Option A, the Rating Official can
transfer the plan to the Higher Level Reviewer for review,
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Annual Appraisal- Rating Official

Cancel . Transfer to Higher Level Reviewer without E-mail Notification | | Transfer to Higher Level Reviewer with E-mail Notification |

Option B - Document the higher level review has taken place by entering the following information:

Higher Level Reviewer |Tupp9_ Donella C (? Method of Review -
ReviewDate [ Other Method | Cancel | | Sa
ICE MyBiz | ICE PAANT | Diagnostics | Home | Logout | Preferences
4 vl

Using Option B, the Rating Official can document Higher Level Reviewer concurrence. The
Rating Official completes this step once they have reviewed the plan and are ready for
second-level review.
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Annual Appraisal- Rating Official

Performance Appraisal Application (PAA)

CEMEE KEPAANYD Doorgaicd Home Loood Prolorelces

MG PAA - Rating Official

Teack Progress ), Febam fo Main Page |

Emplaye# Infarmation

Employee Mame  Blomme, Demingo X
b Employes Dats

Plan | Interim Revews SR E LT Other Assessments | RoponsF orms

Asgisemaents and Ratings Rafing of Rucord Approvals L Acknowledgments:
Apga owals & Acknowsledgnnent s

r_:g H H:' ST
]
} ATl et |H
Details Tasks Stahis Bctisn
p. C
b. *
B=Show Step 30 Rating Oficesl - Document Commanicalsan to Employes et Started Slafl

GE MiBiz | ICEPAANT | Diagoosics | Home | Logoul | Preferences

At this point the Rating Official will begin documenting communication to the

employee and the acknowledgment of the Annual Appraisal Rating by selecting the
Start button.
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Annual Appraisal- Rating Official

Performance Appraisal Application (PAA)

CEMRE KEPAS WD [isgrogics Home Loool Prelerences

MG PAL - Rating Officlal

Track Progress ), Redam o Main Page |

Employes Infarmation

Employes Mame  Blomae, Dembngo X
Bt Emplowes Dat

L E L T T Armual &ppraisal Omhir Assessments | Riponaf oms

e et T At L BT T Approvals & Acknowledgments

Apga oveals & Acknowledpments

This screen pr das informsdior ._.-.:...-:__ i BT B Ar Meed Halg?
o se8 detaled infoemation about the slafus of your oyee's Anpraisal

Details Tashks Stams Action
P. hi 1 +
B=Sho

Comenurication Date | 20-Mar-2008 E

Commaunication Method lﬁ
(rheer Mithod
Ratng Official Mam |F|h3rnt.-:-_ Cormad £
Save |
E WyEiz | ICE FAAYTE | Duagnoslce | Home | Logoul | Feelscences
About this Page

From this page the Rating Official documents the communication to the employee of the
Annual Appraisal.
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Annual Appraisal- Rating Official

Performance Appraisal Application (PAA)

1%, Confirmation

Once you exit the appraisal, this appraisal will be removed from your Plans/Appraisals in Progress and a copy will be placed under the "Completed
Plans/Appraisals’ found on the PAA Main Page. Select the Print NG Form 430° button if you wish to print the form prior 1o exiting this appraisal.

Do you want 10 continue?

CEMyBiz | ICEPAANT | Qiagoostes | Home | Logoul | Braferances
Aok thes Poge

The Rating Official selects the Yes button to complete the Annual Appraisél.
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Annual Appraisal- Rating Official

Performance Appraisal Application (PAA)

CEMRE KEPAS WD [isgrogics Home Loool Prelerences

MG PAL - Rating Officlal
Teack Progress ) Rebum b Main Fage |

Employes Infarmation
Employes Mame  Blomae, Dembngo X

Pian | Inbirim Réviws -:fmrusnamnh Reponalf oams

e et T At L BT T Approvals & Acknowledgments

Apga oveals & Acknowledpments

This scream provides information neg stalus of ¥ loyee’s A Ideed Halp?
Saler] Show' o 5o delabed inform aut the DUF @ ] alga

Detaite Tasks Stanes

b-Sho

Pt

W Hide

Comenunicalion Date  20-Mar-2000
Commaunication Method Face to Face
Crber Méthad
Ratng Offcial Mame  Rhynes, Conrsd I
Pirint MG Form 430

—

GE WxBiz | ICEPAANG | Diageostics | Home | Logoul | Preferences

The Rating Official selects the Print NG Form 430 to print the document.
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Reports and Forms

‘miﬁim Privide Guest Feedback | My Journal

Employes
Performance Appraisal Application Main Page

Meed Help?
Warning The Performance Appraisal Application is designated for sensitive unclassified personnel
rifgrmation onky. Do NOT enter classified infarmation in this system. Linauthonzed release of
classified information is a violation of law and may lead to prosecution

From the Main Page, you can create, updale ar

| v your Pedformance Plans; view and pant part or an enting plan after it is crealed, and irack the stalus of & plan, You

can also search for completed plans by selecting the Show Completed Plans/Appraisals” bnk located at the bottom of this page
To create a Pedarmance Plan To complete ather actions descrbed above

s Selp t Choose a Plan Type' & Salect an oplion frarm the Acton column

" Appraigal Plan Type e Salect the o' buttor

M Ga' bidtan
Impomant: Ta becarme farmliar with the columng, select the Meed Help?

Appraizals of Blomme, Dominge X
Create Mew Flan
[--Choose a Plan Type-- =] (6]

Table Size |10 'I

Employes Current Rating Official [Appraisal  [Appraisal |[Plan Approval Flan Current PR

Hame Chamien Hame eal L1} Date Type|Status Status Bction

Blamma, Blamme, thﬂas.ﬂunradm 5 16-Aor-2000 B 1 | ; |Updal:e d 50 )
Dominga X Dominga ¥ Z i Approve A

Transfar 10 Rating Official
Reports/Form

Select the link to search for completed plans
- Track Progress

P Show Completed Plansfappraisal

EBAA Main Page | Provide Guest Feedback | My Jowmnal | ICE MyBiz | ICE PAANYE | Home | Logowl | Breferences | Qracle Help | Diagnostics
Al et P

From this Main Page the employee, Rating Official, or Higher Level Reviewer can

select the Reports/Forms option to begin viewing or printing selectable reports 76

and forms. UNCLASSIFIED / FOUO
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Reports and Forms

Performance Appraisal Application (PAA)

KKE Mybiz KCEPAA VS [sgnogfcs Home Logod Prafersrces

Fetum bo Main Page |

Meed Help?
Employee Information
Employee Name Blomme, Domings X
ViewlPrint Selected Sections
Selecting the “ViewPnn Selecled Section(s)” button allows you 1o print the selected sections. This is not an official NGB Form 430
[T Select/ Deselect All
™ Relevant Organization MissionStrategic Goals T Perfarmance Rating
™ .Job Objecties
[T Job Objectwas with Intenm Review Asseszments
[T Job Objectwas with Closeout Assessments
[T Job Objectives with Annual Assessments
ViewiPrinl Silechad Section(s) |

ViewlPrint Form

Selecting the ™View/FPnn Form™ button allows you o print the Performance Plan, Intenm Review(sVCloseon Assessment, and Annual Performance Appraizal (NGB
g ) P . 15) I

Fomm 4300
‘WiewaP'rind Form
L |; h‘.!;fl‘ 1 ICE PAS W3 | Deagnostics | Home | Logout | F—"ln‘g'r-nggg
Aboad this Pags

These are the different areas of the form available to print. Until the Annual .
Appraisal is complete the Form 430 will be a working copy. The NGB 430 will be seny7

to FHR-ES once the annual appraisal is complete.
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Reports and Forms

Cld = U TN IO U TS o WL U 1dvy Sl | I-J_- Ty Ly I 1o pme g |

I

Frorm the Main Page, you can create, update and vew your Performance Plans; view and print part of an entire plan after it is created, and track the status of a plan. You

can also search for completed plans by selecting the “Shoow Co mpletad Flang/Appraisals’ nk localed at the bottom of this pane
To create & Performance Plan To complete other actions descnbed above

» Select Thoose a Plan Type® » Select an oplion fiom the Action column

s 5 Appraisal Plan Type « Select the Go® buttor

s Select the 'Go' bullan
Important: Ta becarme Grmliar with (he columng, select the Moed Hielp?

Appraisals of Willette, Morgan M
Craate New Flan

[~Choose a Plan Type- =] (6o

Tahle Size |10 '-I

Employee Name Cuirent Owinei Rating Official Name Appiaisal Year Appraisal 1D Plan Appioval Date Type Plan Statis Cuiient PAA Staties Action
MNao results found.

Select the lnk to search for completed plans

Completed Plans/Appraizals
1. Begin with endering search crileria, The followang fields can be entered in any combination; .0, Appraisal Year anly or Appraisal Year and Ewvinl
2. Select the Find bulton, Your results will be based on your search critena If there is no search crilena entered, your resulls will be all Completed PlansfAppraisals

Appraizal Year 2009 'I

=LA N Pedormeance Evaluation

Find ) [ Chear )

Tahle Size |10 'I

Appraisal Year I.ﬂ.ppu.ris.n (13 Type |Ewr1l |Ew.=||'r Completion Date | RaoportsFor
000 N NG M Pedorrmance Evaluation 30-Sep-2000 w

PAA Main Page | Prvide Guast Feadback | My Jowmnal | 1CE MyBiz | ICE PAANT | Home | Logowt | Preferences | Qragls Help | Disgnostics
Al d et Pads

In order to view or print completed appraisals, select Show Completed Plans and
Appraisals from the Main Page. From this area you can search by Appraisal Year 78
and print by SEleCting the printer icon. UNCLASSIFIED / FOUO
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After the form is printed

* Glve a copy to the employee
* Place a copy in the supervisors folder

* Provide a copy to
lena.j.vermillion@ng.army.mil
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FAQ

1.1 can log into My Biz/ Workplace, but once | click on NGB

region | get a cannot display page screen?

Click on Internet Explorer > Tools> Internet Options> Connections> LAN
Settings> both boxes under Automatic Configuration should NOT be check.
Click apply or okay and close all internet screens. Log back in.

2. | am a Higher Level Reviewer, but | cannot “Update” my

employee’s Performance Management Plan.
You must be the owner of the plan in order to update. Look on the PAA main
page and see who is listed under Current Owner. Have that person route the

plan to you.
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FAQ

3.l am a Rating Official and | cannot transfer the my

employee’s completed plan to the Higher Level Reviewer.
From the PAA main page choose the employee and click the update

button. Verify the beginning and end date does not create overlapping

time from another rating period. Verify the same beginning date is on

each critical element. Click on the approvals and acknowledgments tab

and start at step 1.

4.1 am an employee and cannot complete my Self

assessment for my Interim Review.

You must own the plan in order to complete a self assessment. Look on the
PAA main page and see who is listed under Current Owner. Have that person
route the plan to you.

UNCLASSIFIED / FOUO



UNCLASSIFIED / FOUO

More Information Contacts

I\/Iy Biz and My Workplace link: _
https://compo.dcpds.cpms.osd.mil/

Issues with My Biz / My Workplace contact:

Mr. Jack Frisby (405) 228-5661
|ack.frisby@ng.army.mil

CPT Mandee Anderson (405) 228-5527
mandee.barbee@ng.army.mil

SGT Lena J. Vermillion (405) 228-5297
lena.|.vermillion@ng.army.mil
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